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OFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF ARCHIVES AND HISTORY

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capito! Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Mdms : FOR RECORDS MANAGEMENT USE

Application Date . : ' ' Application Number

Department of Education 7q -\ 5 - A
. s ;> s ’

Office of Administrative Services

The School Food Claims Unit is responsible for reimbursement of School Food and

Nutrition Program funds to local school food authorities in accordance with
regulations established by the United States Department of Agriculture.

Application Number Fiscal Services Division DE"I; R'cgm Date Completed
Accounting Services Section F ! > 1981 |_U CT _2_6 1981
2. Person to Contact School Food Tlaims Unit working Title " Telephone Number
Joan Hendrickson *.Unit Supervisor 636-2495

3. Action Requested

a. [ Establish Retention Schedule; record will continue to accumulate,

b. O Dispose of present accumulation; no further accumulation anticipated.

c. F Amend Application No. __74-15 _ Check One: @ Change; [ Supercede; O Void
4. Dates of Series 5. Records Series Title {followed by title used in office, if different)
Earliest Latest -

J To Date Food Service Equipment Assistance Claim Files

6. Division and Office Function What is the function of the Division and the Office in which this record series. is created?

7. Record Series Description This file contains the foﬂ&wmg documents (include form numbers and tities, if any):
- Attach samples of the file. :

Documents relating to:  documenting local school claims for reimbursement for the purchases
| of food service equipment.

Inciuded are: Food Service Equipment Assistance Application Claim/Agreement Form
(DE Form 0459), Food Service Equipment Assistance Claim Verification
Form (DE Form 0460), invoice copies for all equipment reimbursed
and related correspondence.

File is arranged: chronologically by f1sca1 year; thereunder alphabetically by school
system.
8. Monthly Reference Rate How often are records referred to which are:

One to six monthsold _____— _ __: Seventotwelvemonthsold _______; Thirteen to twenty-four monthsold ________;

twenty-five months and older 7

9. Annual Rate of Accumulation of Records

Lettersize drawers 1 _; Legal-sﬂize‘dra'wers' <. :Shelves _______; Other (specify)

AR-50-71;, Mev.76 i T S (Over)



YES | NO ‘lo.wmmionbain {Place an “X'* in the proper ¢column}

8. Is this the official copy of the series? ' i
X If not, where is it? ‘

b, Does the series contain confidential information requiring security handling? {f yes, cite law or regulation.

X
X § e Is this & vital record?
_X{ d. Does this series have historical or Icmurm research value?
NA

X

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
cumen 1] ely?

. |smmmmmn_nwmb_m_mmm oDy,

x| @ Is the information contained in this series ever analyzed and/or rewded in a summarized report?
1f ves, attach copv,
h. Is there a duplication of this series in your office, or in anather offace or agency?
if ves, where?
X1 i._ls this series {or # major portion of jt) reqularly microfilmed?
X L _Does the record series result in a computer printost?
11. Retention Requirements The following requires the series to be kept:

a. State Law years, d. Audit period . years,
b. Statute of limitation years. - €. Administrative need years.
¢. Federal law years. §. Federal retention instructions years,

L2 [

Attach copy or excert of laws or regulations. Explain administrative need.

7CFR210.14g, 7CFR215.11c, 7CFR220.13b, 7CFR230.12

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
DO Calendar Year; B Fiscal Year; [J Other then,

& Hold in the current filesarea ______ _month(s) 1 _ year{s}; then
O Transfer to local holding area; hold ___________year{s}; then

% Transfer to State Records Center;hold __ 2  year(s); then

2 Destroy.

DO Transfer to State Archives for permanent retention.

O Other {Specify) '

These instructions apply to a!l prior and future accumulations of the series.

enr.y Head/Designee  (Signature) " Date Records Management Officer (Signature) Date

;%%%&W Calp Z//,s;/?/ Wol b Z ﬁww 9-19- 8

State Rmrds Committee (Srgmmm) Date
Recommendations in para- :
graph 12 are approved. State Auditor/Designee \ % - i "

{f disapproved, attach fetter '
of explanation.) &aﬁ%utemuiw M 7- ~28-8/

Attorney General/Designee | /PO - /&H
AR-S0—71; Mav.76 (ReCarm Side) ! o
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3430 1 ) Records Managament (Officer,

3 AG!IFY Piviwicn, Subdivision & Adminiastering Office lﬂdre" “:’_"n“. {‘9_'\;

Department of Education

Office of School Administrative Services
Ancillary Services Division, School Food Service
Room 211 Education Ammex, 156 Trinity Avenue 5.W.

eq]ﬂgta Georgia. 30334
7. ITON REQUESTED

, ESTABLISH DISPOSITION STANDARD; [:I DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

Richard B. Rumbaugh, Jr.
5 'Hnrgl_ng Title - Ib Tel. Ao,

Accountant "656-2457

8.Earliest & Letest [9.Exact Series Title :
Dates of Series spiotans Istehet =t o2nas - Jw:- R

1969 - to-date Non-Food Assistance Reimbursement Claim Files

IS RN

Tin 80 = on oenng 0T

LT Rz

L0 ‘What is the function of 'the’ bfflce iﬁ “which fnis recérd sérles is created”

. oh o -
The Office of School Administrative Services‘ﬂupervises allotments and payments of

education funds to local systems urder MFPE'law ‘and some federal programs. The
Office of School Administrative Services administers standards for schools and
systems, Shared Services Projects, the 8chool building, school nutrition programs
and textbook programs,’ publlc library services, food d1stribution, ‘the gchool
transportation and surplus property programs

- - - . " -7 pERe - +
. . - . oL ynso

11.This file contains the following documents' (include form numbers and titles, if any, ]
and file arrangement). Documents rélating to the partial reimbursement of local school
districts for the purchase of food service equipment covered by the Child Nutrition Act
of 1966 as amended which include, but 1is not limited to, steamers, kettles, ranges, ovens, I
dishwashers, refrigerators, and freezers. These purchases are reimbursed by federal funds.
Included are: (1) Form GA SE-5 (Non-food Assistance Application Claim and Agreement) - A five
page form with instructions which is submitted by the local school officials to ask for a
reimbursement of funds used for the purchase of food service equipment. Information on the
application includes present equipment, equipment needed and a questionnaire section on the
participation of the school in the A.S.G.A. Program. (2) Invoices for all equipment
reimbursed.

Files are arranged chronologically by fiscal year and there under alphabetically by mname
of school system. . D . . .

ATTACH SAMPLES OF THE FILE
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EJESTIONNAI RE Place sn "l"—1:th¢ pfop;;'_*t-:;:In- 1r ‘ln-ver ts “vES," plT:u explain o - v . Y%:gv"_—'i-“‘
13. Is this the Record Copy of the series? x] []
1k. Ts there a duplication of th{s series in another office or agéncy? 11 [X]
15. Is the 1nformat10n contalned in this series ever summarlzed or publlshed7 [x) 1]

Attach copy of summary or publication. Annual RepBEE" ) .t . ‘
16. Does the serlés contaln classified 1nfonmation _requiring secur1ty handllng? ~ L1 [¥]

Al

. : T , - : i R
17. Does the series 1n1t1ate, amend or termlnate agency p011c1es and procedures? -1 [X].
' oo PR PO . - e
18. Could the function be performed if the files were lost or destroyed? [x] [ 1
13, Ie“the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [X]
20. Does the record series provide data as input to an EDP file? [ [X]
cs oot L re el in requivesants for Jederal -eporting
21, Does the record series contain documentation produced as EDP prlntout? 0[] X
* . ere ~Tt-=‘med im requirecrents for fo “zval reporting
22. Has the Federai Government issued instructions govérning the retention/dispo- .[X] [ ]

sition of these files? Ghide to records retention requirements .
Guide to RecordS’Retentlon'Requlrements i CFR, Appendix A I~12 9

23. Wlll there be a need for fﬁese records 10, 15 years from now? If yee, ﬁhat? f?wf.[ 1 [X]
e Biie w2 = ; — _i; R _—
24 . REQUIRENENTS _The following requlres‘the flles to be kept 3 5 years

a.[JSTATE b.[]STATUFE OF c.[]AUDIT d. ]}(]FEDERAL e. []ADMINIDTFATIVE f. []HIDTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

1 CFR, Appendix A 1-112.9 - 3- 5 years after end of Federal fiscal year to which

they pertain. |-
25. AGENCY RECOMMENDATIONS. This agency recommends that the Tile series be cut off at the end
of each -[]CALENDAR YEAR - KIFISCAL YEAR ~[ JOTHER ,then:

[ X} Hold in the current fileés area - momth(s)/ year(s):
[ X] Transfer to [X] State Records Center [ %] Local Holdlng Area, hold year( )

~:[ X} Destroy. -~ A LR ;
[ ] Transfer 6 State Archlves for permanent retentlon. e t": ¢ B g g
[ ] Destroy 1mmedlately after cut-off. sorazo vn- LT LT . I
[ ] Other: (Spet1fy) N R ¢ S S R St NN B T o o - o
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(Indzcate briefly rattonale for recommendatzons above/or write addzttcmal yémarks) -

Records Man emem_': Offwer (Szgnature) - D;-te*?y OTHER REQUIRED SIGNATURES DATE
26. Recommendatiohs |Agency Head/Designee - ([ /) )4/
in paragraph 25 Approved Disapproved X (e, /[’/'/794
dare: age Au ttor[Distgnee ' . _ { 2
‘ ' Approyed Disapproved S (R T ]
STATE RECORDS] RSecre f State/Designed CZ T T 1 A’AZL;JEL"
COMMITTEE Ap d Disapproved] Castedg }-16-74
Atto General/Designee ' y -
Approved Disapproved| - _ _ / ‘/7;?)6




